CLOSEOUT ASSESSMENTS
IN THE

PERFORMANCE APPRAISAL APPLICATION (PAA)
March 2007

Reference: DoD 1400.25-M, Subchapter 1940, paragraph 1940.6.5

What is a Closeout Assessment?

A closeout assessment is a brief narrative description of an employee’s performance,
accomplishments and contributions during the current appraisal period when it is known that
the rating official will cease to exercise duties resulting from a job change by the rating official
or the employee. A closeout assessment is not a rating of record. Multiple closeout
assessments can be done in one rating cycle.

NOTE: If the rating official or employee movement occurs within 90 days before the end of the
rating cycle, the rating official will prepare an early annual recommended rating of record
instead of a closeout assessment. The pay pool manager may allow exceptions to this policy
based on individual circumstances.

When is a Closeout Assessment Prepared?

e A closeout assessment is only required if an employee has been assigned to a specific
supervisor and has been on an approved performance plan for more than 30 consecutive
days. Minimum requirement - Components may define additional requirements.

e When a rating official will cease to exercise duties related to monitoring, developing, and
rating employee performance (due to job change, extended absence, retirement, etc.)

e When it is known that the employee will change positions resulting in a new rating official.

e When a rating official prepares input for an employee’s recommended rating of record
while the employee is on a temporary assignment; e.g., detail, temporary promotion, etc.

Who Participates in a Closeout Assessment?

- A rating official will:

a. Indicate the start date and end date of the period being assessed
b. Prepare a rating official assessment specifically for the closeout assessment
c. Approve the closeout assessment

- An employee will:
a. Prepare an employee self-assessment (voluntary but strongly encouraged)

specifically for the closeout assessment
b. Acknowledge the closeout assessment



What are Closeout Assessments Used For?

The appropriate rating official shall consider a closeout assessment when determining:

e Recommended rating of record
e Share assignments
e Payout distribution

Once the Closeout Assessment is Done, What Next?

e |f the employee changes jobs, a new performance plan may be necessary.
The previous performance plan/appraisal will need to be “closed” by the rating
Close

official using the = functionality under Plans/Appraisals in Progress. In this
case, after the closeout assessment is documented, the Rating Cycle End Date on
the original performance plan/appraisal must be changed to 1 day prior to the
effective date of the job change and a new performance plan is initiated with a
Rating Cycle Start Date equal to the effective date of the job change.

e If the supervisor changes jobs, the supervisor must do their closeout assessment

and use the Change Rating Official feature to route the existing performance plan to
the new supervisor. No changes to Rating Cycle dates are needed.

Quick Overview of Steps for a Closeout Assessment:

RESPONSIBILITY | OVERVIEW

Rating Official Rating Official enters “Closeout Assessment Start Date and Closeout
g Assessment End Date” (Required fields).

Rating Official invites Employee to provide “Self Assessment” for Closeout

Rating Official Assessment

Employee provides “Self Assessment” and transfers Plan/Appraisal back to

Employee Rating Official

Rating Official reviews Employee Self Assessment and provides Rating

Rating Official Official Assessment for Closeout Assessment

Rating Official transfers Plan/Appraisal back to Employee for

Rating Official Acknowledgement of the Closeout Assessment

Employee:
- Reviews Rating Official Assessment for Closeout Assessment

Employee - Acknowledges
- Transfers Plan/Appraisal back to Rating Official
Rating Official enters “Communication Date”, “Communication Method”, and
clicks the “Approve” button to finalize the Closeout Assessment
Rating Official

NOTE: If Employee does not acknowledge, select “Refuse” or is not available
to electronically acknowledge Closeout Assessment, select “Other” under
Employee Acknowledgement.




HOW TO COMPLETE A CLOSEOUT ASSESSMENT

Rating Official

Step | Action — Rating Official

Action: Rating Official is creating Closeout Assessment.

1

Login

OFFICIAL U.S. GOVERNMENT SYSTEM FOR AUTHORIZED USE ONLY
** U WARNING * * * WARNING * * * WARNING * * * WARNING * * *
Unauthatized access to this US Government computer system and sofware is prohibited by Title 18, US
Code, Section 1030, "Fraud and Related Activity in connection with Cormputers " Unauthorized use is a
felony, which is punishable by a $10,0001ine and up to ten vears in jail. Do not discuss, enter, transfer,

process, or transmit data of greater sensitivity than sensitive-unclassified. Using this systern constitutes
consentto security testing and monitoring

Privacy Act Statement
Authorities: 5 USC 301, Department Regulations, Title 5, USC CGhapters 11,13, 29, 31, 33, 41, 43,81,
53,65, 61,63, 72, 75, 83, and 89; and Executive Order 9397
Purposes: * To authenticate the identity of individuals seeking access to their persannel data for
purposes of ensuring that anly authorized persons may process applications and
view data pertaining to therm
* To permit authorized individuals to view their data far purpose of veriying its accuracy
and to update the data when it is not current or is inaccurate.
* To audit user aceess to ensure that access is only granted to users that are
authorized access to the information
Routine To a Federal, state, or local agency, as necessary and when the intended disclosure is for
Uszes: a purpose compatible with the purpose for which the information was collected, on
personnel and related matters involving the individual about whom the information
pertainsg
Disclosure:  Voluntary. Failure to provide the requested information will result in a delay or termination
ofyour request. Ifyour request is terminated, vou will not be able to view and verify your
data and you will not be able to update your data via this website
N A
Usermarne  |Rating Official |
Password | e |
—
| Login
H [1] H 7
Enter Username and Password - click “Login
§ Department of Defense
Logout Preferences Oracle Help
Navigator Favorites
= iy Workplace |_Edit Favorites

My Biz
vy Workplace

All Actions Awaiting Y our Attention

CPMS does not maintain Federal Long Term Care

[ nsPs

s (ly Warkglace) Insurance and Flexible Spending Account Programs

=] My Employee Information

TSP Homepage

OPM Homepage

MyPay

USA Jobs

OPM Health Benefits Homepage

OPM Life Insurance Homepage

OPM Retirement Homepage

Federal Long Terrn Care Insurance Prograrm
Flexible Spending Account

Self Service Information

[ER (P R R R ER B9 ER R ER

Click “NSPS Appraisals (My Workplace)”




HOW TO COMPLETE A CLOSEQOUT ASSESSMENT
Rating Official

Step

Action — Rating Official

) Department Of Defense Home Logout Preferences Oracle Help
¥ Perfarmance Appraisal Application

EIEIER Appraisals

Main Appraiser

Performance Management As Rating Official

PlansiAppraisals in Progress

Filter |All Appraisals v Create |Performance Plan v | Go )

Initiator |Emp|uyee IAppraisaI Effective Date |Plan Approval Date |Plan Phase |Appraisal Status |D tails Appraise Delete Close Print

Marum, Jess Bogue, Serafina F 03-Jan-2008 16-Mar-2007 Approved  Ongoing f mm ) &

Marum, Jess Bogue, Serafina F 01-Jan-2008 08-ar-2007 Appraved  PPM Returned for Review f mm ) &

Marurn, Jess Bresnan, Raisa R 01-Jan-2008 Pending Ongoing f L] " a

Marum, Jess Eisinger, Jim R 01-Jan-2008 Initiakes Ongoing f mm " a

Marum, Jess Yoling, Connie K 01-Jan-2008 24-har-2007 nguiﬂg f i " a
™~ &

The Plan Phase equals “Approved.” and the Appraisal Status equals “Ongoing”.
Click “Appraise” icon to continue.

Department of Defense

Perforrmance Appraisal Application %

Home Logowd Preferences

Rating Official Review  Scroll down on this page to "Create Closeout Assessment”

/' (_Transferto Employee | | Update PlaniAppraisal J ( Submit Recommended Ratings |
Ermployee Mame Connie Volino Organization Defense Energy Support Center
DDOZPADOOD 01
Pasition  E4757.1T SPECIALIST Location  Fort Belvair, US
(APPSW/05).652760.0D07.APPR
Occupational Code  2210.Information Technology Fay Plan/Pay Band YAD2

Specialist (NSPS)
Employee Number 88552

1 Work Schedule Full-Time Assignment Status  Active Appointment
Pay Pool ID Appraisal 1D 2051

Closeout Assessments

|_Create Closeout Assessment
Details Start Date End Date Initiator Status Update

Mo data exists.

Return to Perforrmance Management As Rating Official [ Transferto Employee | | Update PlaniAppraisal ) | Submit Recornmended Ratings |

Home | Logout | Preferences

1. Scroll down to the bottom of this page to “Closeout Assessment” area.
2. Click “Create Closeout Assessment”.




HOW TO COMPLETE A CLOSEQOUT ASSESSMENT
Rating Official

Action — Rating Official

Closeout Assessments

| Create Closeout Assessment |
Details Start Date End Date

Initiator Status Update
Mo data exists
Create Closeout Assessment
@FTIP A closeout assessment should acknowledge achievernents to date.
ADVISORY: Information includzd in this section wilf print on the "official” DD Form 2806 Te 1 106, Department of Defense NSPS Performance Plan Interim Review(s)/Closeout Assessment
Annual Performance Appraisal
Caommunication Date
* Closeout Assessment Start Date Enter dates i
h Communication Method b
= Closeout Assessment End Date ere.

Other Comrunication Method

Rating Official Assessment for Closeout Assessment

(Lirmit to 2400 characters)

| Gawe ) Cancel

1. Enter “Closeout Assessment Start Date and Closeout Assessment End Date”
(Required fields)

2. Click “Save” to save any input.

Once the closeout assessment has been created, the closeout
assessment cannot be deleted.

Closeout Assessments

|_Create Closeout Assessment | /

Details Start Date End Date Initiator Status Update
B> Show 08-har-2007 24-har-2007 arum, Jass PENDING /

Return to Performance Managerment As Rating Official

(_Transferto Employee | ( Update Planisppraisal ] [ Submit Recormmended Ratings |

&

Show — Located under the Details column, clicking this link
expands the window to see all the details. After clicking
“Show”, click the “Hide” link to collapse the window.

Update — To update this area, click “Update.”

- Click “Transfer to Employee” to send to employee to provide their employee self-
assessment.




HOW TO COMPLETE A CLOSEQOUT ASSESSMENT
Rating Official

Step

Action — Rating Official

Notification Message to Employee

Enter your message, and click Submit to share the appraisal with the employee

Please submit your self assessment far a closeout assessment |

—
| Cancel | | Submit

- Provide message to employee and click “Submit”.

G

Main Appraiser

Confirmation

Department of Defense

Performance Appraisal Application

Home Logout Preferences Oracle Help

Appraisals

The appraisal has been transferred to the employee.

- Click “Logout”.

Actio

assessment for closeout assessment.

n: Employee has provided Rating Official their employee self-

7

Follow Steps 1-3 above to access the performance plan/appraisal.

Department of Defense

Performance Appraisal Application

Home Logout Preferences

1 Employee Narne
Fosition
Occupational Code

Ermployee Murmber

Wilork Schedule
Pay Poal ID

Closeout Assessments

| Create Closeout Assessment )
Details Start Date
B Show 08-Mar-2007

Connie Volino

E4757.1T SPECIALIST
(APPSW/08).652760.DD07.APPR
2210.Information Technology
Specialist (NSPS)

88552

Full-Time

End Date
24-tar-2007

Return to Pedarmance Managerment As Rating Official

Rating Official Review Scroll down on this page to the Closeout Assessment area.

(_Transferto Employee | ( Update Planidppraisal ) ( Submit Recommended Ratings |

Organization
Lacation

Pay Plan/Pay Band

Assignment Status
Appraisal 1D

Initiator Status

Marum, Jess

PEMDING

Defense Energy Support Center
DDO7PAODOD D1
Fort Belvoir, US

YA02

Active Appointment

2051 2

o
Update

V4

| Transfer to Ermplovee | | Update Plan/Appraisal ] | Submit Recommended Ratings )

1. Scroll down to the bottom of this page to “Closeout Assessment” area.

2. Click “Update”.




HOW TO COMPLETE A CLOSEQOUT ASSESSMENT
Rating Official

Step

Action — Rating Official

Closeout Assessments

Create Closenut Assessment ) [})
Details Start Date End Date Initiator Status Update
B Showe 08-Mar-2007 24-Mar-2007 Marurm, Jess PENDING f
Update Closeout Assessment

@TIP A closeout assessment should acknowledge achievernents to date

ADVISORY: Information included in this section wi print on the "officisl" DD Form 2906 Test, March 2006, Department of Defense NSPS Performance Plan Interim Revisw(z)1Closeout Assessment
Annusl Performance Sppraisal

Closeout Assessment Start Date  |08-Mar-2007

Closenut Assessment Initiator  Marum, Jess
Closeout Asgessment End Date  |24-Mar-2007

Closeout Assessment Status  PENDING

o Oapprove
Communication Date Closeout Assassment Approvad Date
Comrnunication Method v Employee Acknowledge b
Cther Communication Method Emp Acknowledged Date
Rating Official Assessment for Closeout Assessment Rating Official enters for o here.

Established a complete filing system for the branch and provided all employees with a copy of the file  #
Ernployee Self-Assessment for Closeout Assessment plan and tips on how to file docurments. | prepared material for approximately 1000 attende_es for the
world wide conference.  Met all suspense dates. Travel arrangements were established without
incident to the traveler.

Save ) Cancel )

g

- Enter “Rating Official Assessment for Closeout Assessment”
- Click “Save”

10

. [ Transferto Employes |
Click " EoEE)

at the top or bottom of the page to send to the employee to
acknowledge the closeout assessment.

Action: Employee has acknowledged closeout assessment. Rating Official
must finalize the closeout assessment.

11

Follow Steps 1-3 above to access the performance plan/appraisal.




HOW TO COMPLETE A CLOSEQOUT ASSESSMENT
Rating Official

Step

Action — Rating Official

12

2 Department of Defense

Performance Appraisal Application Home Locout Preferences

Rating Official Review Scroll down on this page to the Closeout Assessment area.
| Transfer to Employee J [ Update PIam’Appraisalj | Submit Recommended Ratings )

: 1 Employee Mame Connie Volino Organization Defense Energy Support Center
: DDO7PAD000 D1
i Position E4757.1T SPECIALIST Lacation Fort Belveir, US
Y (APPSW/0S).652760.DD07.APPR
Occupational Code  2210.Information Technology Pay Plan/Pay Band YAD2

Specialist (NSPS)
Employee Murnber 88552
Wark Schedule  Full-Time Assignment Status  Active Appointment
Pay Poal ID Appraisal 1D 2051 2

Closeout Assessments

[ Create Closeout Assessment | e
Details Start Date End Date Initiator Status Update
B Show 08-Mar-2007 24-Mar-2007 Marurm, Jess PENDING /

Return to Perforrmance Managernent As Rating Official |_Transfer to Emplovee ) ( Update PlaniAppraisal | | Subimit Recarmmended Ratings |

1. Scroll down to the bottom of this page to “Closeout Assessment” area.
2. Click “Update”.




HOW TO COMPLETE A CLOSEOUT ASSESSMENT

Rating Official

Step

Action — Rating Official

13

Cleseout Assessments

Create Closeout Assessment )

Details Start Date End Date Initiator Status
B Show 08-har-2007 24-Mar-2007 Marum, Jess PENDING
Update Closeout Assessment

@ TIP A closeout assessment should acknowledge achievements to date.
Annual Performance Appraisal
Clogeout Assessment Start Date  |08-Mar2007

Closeaut Assessment End Date |24 -Mar-2007 Closeout Assessment Status

e Closeout Assessment Approved Date

Cornmunication Method ¥ < 2 Employee Acknowledge
Other Communication Method Emp Acknowledged Date

Rating Official Assessment for Closeout Assessment

Employee Self-Assessment for Closeout Assessment

incident to the travelsr.

Save )| Cancel )

G

Q Update

rd

ADVISORY: Information included in this section wili print on the "official” DD Form 2906 Test, March 2008, Department of Detense NSPS Performance Plan Interim Review(s)iCloseout Assessment

Closeout Assessment Initiator  Marum, Jess

PENDING
Dﬁ'ﬁ'ﬁrnve

ACKNOWLEDGED
24-Mar-2007

All job objectives were met to my expectations. Travel arrangerments for me were always
accomplished to accommodate my needs. Suspense’s are never late and for most of the time, they
are ghead of scheduled suspense date. Keep up the great work. | recognize the hard work you did to
prepare for the world wide conference. We can always count on your experise as a branch.

Established a complete filing system for the branch and provided all employees with a copy of the file
plan and tips on how to file documents. | prepared material for approximately 1000 attendees for the
world wide conference.  Met all suspense dates. Travel arrangements were established without

>

1. Enter “Communication Date”

2. Enter “Communication Method”

3. Click the “Approve” box to finalize the Closeout Assessment
4. Click “Save”

function cannot be undone.

Once the closeout assessment has been approved, this

NOTE: If Employee refuses to acknowledge, select “Refuse”. If employee is not
available to electronically acknowledge Closeout Assessment, select “Other” under

Employee Acknowledgement.




HOW TO COMPLETE A CLOSEQOUT ASSESSMENT
Rating Official

Step

Action — Rating Official

14

Cleseout Assessments

|_Create Closeout Assessment )

Details Start Date End Date Initiator Status Update
¥ Hide 08-Mar-2007 24-har-2007 farum, Jess APPROWED f
Closeout Assessment SIQt Date 08-Mar-2007 Closeout Assessment Initiator - Marum, Jess
Closeout Assessment End Date  24-Mar2007 Closeout Assessment Status APPROVED
Communication Date  24-Mar-2007 Closeout Assessment Approved Date  24-Mar-2007
Communication Method  Face to Face Employee Acknowledge ACKNOWLEDGED
Other Communication Method Employee Acknowledge Date  24-Mar-2007

All job objectives were met to my expectations. Travel arrangerments for me were always
Rating Official A tfor CI t A t accomplished to accommodate my needs. Suspense’s are never late and_formost oflhet\me‘lh_ey
aling Diieial Assessment 17 LI0seoul ASSESSMENt | - re ahead of scheduled suspense date. Keep up the great work. | recognize the hard work you did to
prepare for the world wide conference. We can always count on your experise as a branch.
Established a complete filing system for the branch and provided all employees with a copy of the file
Employee Self-Assessment for Closeout Assessment plan and tips on how to file documents. | prepared material for approximately 1000 attendees for the

world wide conference.  Met all suspense dates. Travel arrangements were established without
incident to the traveler.

<

The closeout assessment status now equals “Approved”.

10




HOW TO COMPLETE A CLOSEOUT ASSESSMENT

Employee

Step | Action - Employee

Action: Rating Official has requested Employee Self-Assessment for

Closeout Assessment.

Login

OFFACIAL U.S. GOVERNMENT SYSTEM FOR AUTHORIZED USE ONLY
' *WARNING * * * WWARNING * * *WARNING * * * WARNING * * *

Unauthorized access to this US Government computer systerm and software is prohibited by Title 18, U8
Code, Section 1030, "Fraud and Related Activity in connection with Computers.” Unauthorized use is a
felony, which is punishable by @ $10,000 fine and up to ten years in jail. Do not discuss, enter, transfer,
process, or fransmit data of greater sensitivity than sensitive-unclassified. Using this system constitutes
consent to security testing and monitoring.
Privacy Act Statement

Authorities: 8 USC 30, Department Regulations; Title 5, USC Chapters 11,13, 29,31, 33, 41,43, 51,
63,54, 61,63, 72,75, 83, and 89; and Executive Order 33497,

Purposes ® To authenticate the identity of individuals seeking access to their personnel data far
purposes of ensuring that only authorized persons may process applications and
view data peraining to them.

® To permit authorized individuals to view their data far purpose of verifying its accuracy
and to update the data when itis not current oris inaccurate

*® To audituseraccess to ensure that access is only granted to users that are
authorized access to the information.

Routine To a Federal, state, or lacal agency, as necessary and when the intended disclosure is for

Uses: a purpose compatible with the purpose for which the information was collected, on
personnel and related matters invalving the individual aboutwham the infarmation
perains.

Digclosure:  Voluntary. Failure to provide the requested infarmation will resultin a delay ar termination
of your request. ITyour request is terminated, you will not he able to view and verify your
data and you will not he able to update your data via this wehsite.

N y

Usemame |[Employee |

[
Password |esesscese |

—
| Login

Enter User Name and Password and click on “Login”

Department of Defense

& Undate My Infarmiation

[E T Aﬁfra\sals ity Bizl

TSP Harmepage

0P Homepage

MyPay

USA Jobs

OPM Health Benefits Homepage
OPM Life Insurance Hormepage
OPM Retiterment Homepage

Logout  Preferences  Oracle Help
Navigator Favorites
s Edit Favorites
= Biz L | [ECIIFETIES )
pay Biz Wy Inforration CPMS does not maintain Federal Long Term Care

Insurance and Flexible Spending Account Programs

Federal Lang Terrn Cate Insurance Prograrm

Elexible Spending Account
Self Service Infarmation

(R (B ER R £ £ R B £ EF

Click “NSPS Appraisals (My Biz)”

11




HOW TO COMPLETE A CLOSEOUT ASSESSMENT

Employee

Step

Action - Employee

Department of Defense

Performance Appraisal Application

My Appraisals

My PlansiAppraisals

Appraisals of Voline, Connie K

Initiator Appraisal Effective Date Rating Official Appraisal Type

Home Logout Preferences  Oracle Help

Motifications Appraisals

Create | Performance Plan (% | G0

Appraisal Status IDetaiIs Update Delete Print

Marum, Jess  01-Jan-2008 Marum, Jess

Annual Appraisal - NSPS

Transferred

Al By

9

the Notifications tab.

Notifications Tab — If you wish to see the
comments from the Rating Official, click on the
subject line for the most recent notification under

Click “Update” icon.

Department of Defense

F Parformance Appraisal Application

Home Logout Preferences

=

W Setup & Relevant Organizational % Job

& Ermployee Self-
Details Mission/Sirategic Goals Objectives Assessment for

Annual Appraisal

Ooverview Review

Update Performance Plan: Overview Scroll down on this page to the Closeout Assessment area.

& Compaonent W Interim W Closeout
Unigue Beviews Assessments
Information

(Zancel ] | Save and Confinue | ( Transfer to Rating Official | |Zentinue |

1 Employee Marne Connie Volino

Position  E4757.IT SPECIALIST
(APPSW/05).652760.0D07 APPR
Occupational Code  2210.Information Technology
Specialist (NSPS)
Employee Mumber 8855,

Pay Poal ID

Closeout Assessments

End Date
24-Mar-2007

Initiator
Marurn, Jess

Details Start Date
B Shaow 08-har-2007

Work Schedule  Full-Time

Organization Defense Energy Support Center
DDO7PAODOD 01
Location  Fort Belvoir, US

Pay Plan/Pay Band YAD2

Assignment Status  Active Appointment
Appraisal 1D 2051

® Retun o Top
Status Update

FEMDING / 2

\Cancel ) | Save and Continue | [ Transferto Rating Official ) [Continue )

1. Scroll down to the bottom of this page to “Closeout Assessment” area.

2. Click “Update”.

12



HOW TO COMPLETE A CLOSEQOUT ASSESSMENT
Employee

Step

Action - Employee

Closeout Assessments A Return to Tog
Details Start Date End Date Initiator Status Update
B Show 08-Mar-2007 24-Mar-2007 Marum, Jess PENDING /
Update Closeout Assessment
@ TIP Selfassessment is voluntary but highly recammended. The self-assessment better informs the superdsar of employee major aceomplishments throughoot the
perind/year.
ADVISORY: Information included in this section sl print on the "official" DD Form 2308 Test, March 2006, Department of Defense NSPS Performance Plan Interim Resdss = itlosan: dososcne =4
Annual Performance Appraisal Do not acknowdedge the
Interirn Review Initiator - Marum, Jess closeout assessment at
Closeout Assessment Start Date  08-Mar-2007 Closeout Assessment Status  PENDING this time!

Closeout Assessment End Date  24-Mar 2007 Closeout Assessment Apgraved Date Acknowledgement
Comm_umatlon D Employee Acknowledge should only occur after
Cnmmun!cat!nn Method ledge the Rating Official
Other Communication Method Emp Acknowledged Date provides their

assessment.

Rating Official Assessment for Closeout Assessment

(Linit to 2400 characters)

Employee erters self-assessmert here for closeout assessment.
Employee Sel-Assessment for Closeout Assessment ploye

(Litnit to 2400 characters)

o —
| Save ) Cancel

- Enter “Employee Self-Assessment for Closeout Assessment”
- Click “Save”

NOTE: Do not “Acknowledge” the closeout assessment at this time.
Acknowledgement should only occur after the Rating Official provides their
assessment.

Closeout Assessments @ Return to Top
Details Start Date End Date Initiator Status Update
B> Show 08-Mar-2007 24-Mlar-2007 Marum, Jess PENDING f

(Cancel | ( Save and Continue ) ( Transfar to Rating Official )  [Centinue |

&

- Click “Transfer to Rating Official” to send back to Rating Official.

Show - Located under the Details column, clicking this link
expands the window to see all the details. After clicking
“Show”, click the “Hide” link to collapse the window.

Update — To update this area, click “Update.”

13



HOW TO COMPLETE A CLOSEQOUT ASSESSMENT
Employee

Step

Action - Employee

Share Appraisal Details with Rating Official
When you click Submit, ownership of this appraisal transfers to the Rating Official.

Motification Message for Rating Official

| hawe provide my self assessment far rmy clogeout assessment |

——
| Cancel | | Submit

W

———
| Cancel | | Submit

- Provide message to employee and click “Submit”.

Department of Defense

Performance Appraisal Application

My Appraisals
Confirmation

Home Logout Preferences Oracle Help
w ations Appraisals

The appraisal has been submitted to the rating official.

- Click “Logout”.

Action: Rating Official is providing Employee with their Rating Official
Assessment for Closeout Assessment. Employee must now acknowledge the

closeout assessment.

7

Follow Steps 1-3 above to access the performance plan/appraisal.

Department of Defense

Performance Appraisal Application

Home Logout Preferences

W Setup & Helevant Organizational

b W Employee Self-

Overview Rewiew

Update Performance Plan: Overview

1 Employee Marne  Connie Yolino

E4757.1T SPECIALIST
(APPSW/085).652760.0D07 APPR
2210.Information Technology
Specialist (NSPS)

88552

Position
Qccupational Code

Employee Mumber

Wark Schedule
Pay Poal ID

Full-Time

Closeout Assessments

Details Start Date
b= Shove 08-Mar-2007

End Date
24-Mar-2007

W Job & Compaonent
Details Mission/Strateqic Goals Objectives Assessment for Unigue
Annual Appraisal Information

Scroll down on this page to the Closeout Assessment area.

& Closeout
Assessments

& Interim
Beviews

(Cancel | | Save and Continue | | Transfer to Rating Official | [Continue |

Organization
Location

Pay Plan/Pay Band

Assignment Status

Appraisal ID
Initiator Status
Marum, Jess PEMNDING

Defense Energy Support Center
DDO7PADODD 01
Fort Belvoir, US

YALD2

Active Appointment
2051

"\L furn to To
Update

&,

9

1. Scroll down to the bottom of this page to “Closeout Assessment” area.

2. Click “Update”.

14



HOW TO COMPLETE A CLOSEQOUT ASSESSMENT
Employee

Step | Action - Employee

9 Closeout Assessments A Return to Top
Details Start Date End Date Initiator Status Update
B Show 08-Mar-2007 24-Mar-2007 Marum, Jess PENDING /
Update Closeout Assessment

@ TIP Self-assessment is voluntary but highly recommended. The selfassessment better informs the supervisor of employee major accamplishments throughout the
periodfyear,

ADVISORY: Information included in this section wiff print on the “official" DD Form 2906 Test, March 2006, Department of Defense NSPS Performance Plan Interim Review[s)Closeout Assessment
Annual Performance Appraisal
Interim Review Initiator  Marum, Jess
Closeout Assessment Start Date  08-Mar-2007 |

Closeout Assessment Status PENDING Click the
ISR SR L BT L Closeout Assesstent Approved Date " "Acknowledge” box after
Communication Date

ou have reviewed the
Communication Method Emplayes Acknowledge &

Ar. B Py
l Acknowledge Rating Official's
Other Communication Method
% Ermp Acknowledged Date et
All job objectives were met to my expectations. Travel arangements for me were always &

. accomplished to accommodate my needs. Suspense’s are never late and for most of the time, they
] @l el T T S = ST are shead of scheduled suspense date. Keep up the great work. | recognize the hard work you did to
prepare for the world wide conference. We can always count on your expertise as a branch b
(Limit to 2400 characters)
Established a complete filing system for the branch and provided all employees with a copy of the file %
Employee Self Assessment for Closeout Assessment plan and tips on how to file documents. | prepared material for approximately 1000 attendees for the
world wide conference.  Met all suspense dates. Travel arrangements were established without
incident to the travelsr. v
(Limit to 2400 characters)

Save ) Cancel )

- Click the “Acknowledge” box once the Rating Official’s assessment has been
reviewed.

- Click “Save” to save your acknowledgement.

Once you have acknowledged the closeout assessment,
this function cannot be undone.

NOTE: The status will not change from “Pending” to “Approved” until the
Rating Official approves the closeout assessment.

10

Click \Jransferto Rafing Official ) ¢, sond the acknowledgement to the Rating Official.
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